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Date of Last Revision: 04/17/22 


Standard Operating Procedure 
Managing A Personal Telephone Number [PTN] 


Subject: Managing PTNs for Medical Shelter Sites 


1. Introduction 


The purpose of this Standard Operating Procedure (SOP) is to provide guidance to 
Medical Shelter Site Management on how to manage a Personal Telephone Number 
(PTN) or flip phone at Medical Shelter sites. The Medical Shelter sites have existing 
vendor contracts coordinated via Brilliant Corners. 


2. Contacts 


The Sherman Hotel & The Vagabond Motel Alliance Communiations 
Angel Haro Richard Corcios 

Brilliant Corners (818) 288-1987 

(323) 683-0013 

aharo@brilliantcorners.org 


3. Procedures 
e Providing a Phone 

o Make sure the text log, photo gallery and call log are all wiped clean 
before handing out a device to a client. 

o When providing a phone to FTS for a patient, write the Personal Telephone 
Number (PTN) on the Site Tracker under "Notes" 
° include date given 
° make sure it is recorded under the correct room. 

o Provide the phone along with a c-charger that are individually bagged in 
the second drawer under the site management desk. 

o Provide alert/status in teams 


e Returning a Phone 

Sanitize device & charger 
Put charger in new pint-size bag and return to 2nd drawer under site 
management desk 
Update teams with status update of returned device 

Make sure PTN information under ROOM / NOTES on Site Tracker is 


e Storing a Phone 
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Return device to the safe 


Keep all activated phones in Large Ziploc bag for easy identification. 
Keep all non-activated phones in Large Ziploc bag for easy identification. 
Store phones in a locked cabinet or safe. 
Manage the Phone Log routinely 


Sherman Oaks 
Sherman Oaks 
Sherman Oaks 


Department Activation Date: Activated Through: 


FTS 3-Feb 5/3/2022 
Clinical 3-Feb 5/3/2022 
FTS 3-Feb 5/3/2022 


818-219-8671 
818-219-8625 
818-219-8357 
818-219-8247 
747-333-7389 
747-291-8783 
818-691-6871 
818-303-6185 


747-477-4702 
818-531-6748 
747-291-8921 
747-296-0494 


Req 3/3/22 
Req 3/3/22 
Req 3/3/22 
Req 3/3/22 


Req 3/3/22 
Req 3/3/22 
Req 3/3/22 
Req 3/3/22 


4. References 
- Site Procurement Tracker 
- Sherman Phone Log 
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1/28/2022 


4/2/2022 
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Phone history wiped 
phone history wiped 


Phone history wiped 

Phone not charging according to client 1/20/22 
Phone history wiped 

Retrieved 2/10/22 * use phone as a last 

resort because of content saved from 

room 130 

Phone history wiped 

Phone history wiped 2/3/2021 


